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1. | NTRODUCTI ON

1.1 Scope. This procedure defines the systemused to control
quality records in the control dynamcs | aboratory (CDL) at
Marshal | Space Flight Center.

1.2 Purpose. This procedure defines the systemto fulfill the
requi renents of ED27- OWN-MV-002 “Quality Records Control”.

1.3 Applicability. This work instruction applies to all
quality records controlled by the CDL.

2. APPLI CABLE DOCUMENTS
ED27- OW - M&V- 003 Test Report Control

ED27- OW - M&V- 002 Qual ity Records Control

3. DEFI NITI ONS

Definitions listed in ED27- ON - M&V-002 Qual ity Records
Control apply.

4. | NSTRUCTI ONS

4.1 Test Data Backup. Magnetic nedia used to back up raw
test data submtted in test reports will be kept for 5 years
fromthe date of the test. Back ups will be nade on either
magnetic tape, CD-ROM or floppy disks that are appropriately
| abel ed with the TCP nunber and the test date. These back ups
shall be stored in building 4619 room 124.

4.2 Test Report. Test reports generated after conpletion of
anal ysis of test data shall be stored as described in ED27- ON -
M&V- 003 Test Report Control.

4. 3 Phot ographs. Phot ographic records will be taken during
each test programand will be stored with the test report which
is stored as described in ED27- ON - M&V- 003 Test Report Control .
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4.4 Calibration Records. Calibration records will be filed
in room124 and retained for at least the last 4 calibration
cycles. Information on conputer will be backed up at |east
every three nonths. Backup disks or tapes wll be retained
until the next backup. For all calibrated equipnment, the
records wll contain the foll ow ng: equi pnment control nunber
(ECN), if assigned; equi pnent manufacturer; equi pnent nodel
nunber; nonencl ature; equi pnment serial nunber; calibration
category; and calibration contact. Any category IV or Vitens
calibrated by the user will include the standards used to
calibrate the itemand val ues required by the calibration
pr ocedure.

5. QUALITY RECORDS

5.1 Test data backup

5.2 Test report

5. 3 Phot ogr aphs

5.4 Calibration records

5.5 Calibrated equipnment |ist
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